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PREFACE

Although tae cooruinator must plan for teaching, guidance, coordi-
nation, and public relations activities, the smooth operation of those
phases of the program is dependent upon effective operation and adwinis-
tration. Included in these aspects of the program are: the prevision
of adequate classroonw facilities, the efficient use of supplies and
equipment, the preparation of various reports, surveys, and practical
ressarch for the purposes of evaluation and future planning, the
development and direction of an advisory committee, and leadership in
the area of & iult education.
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PLANNING ACTIVITIES FOR
COOPERATIVE VOCATIONAL EDUCATION PROGRAMS

Extensive preplanning is necessary to the success of a cooperative
vocational education program. The degree of student interest in the
proposed program and the number of employers in the community who will
cooperate in providing training stations must be determined. This is
usually accomplished through the use of questionnaires and personal
visitation. When the naed for the program has been determined, a well
qualified, professionally trainaed teacher-coordinator should be selected.

CONDUCTING STUDENT INTEREST AND COMMUNITY SURVEYS

Student interest and community surveys are extremely important to
the school officials in establishing a cooperative education program
as a part of the school curriculum. All news media should be used to

inform the various publics about the purposes and results of these sur-
veys.

Student Interest sSurvey

The student interest survey should be conducted at the same time as
the community survey and should be completed as quicly as possible. The
major purpose for conducting the student interest survey is to determine
how many students are interested in enrolling in the cooperative program.
The following information also may be obtained from the survey:

. Number of students presently employed part-time

. Identification of local employers who employ students on a
part-time basis

Occupational goals and educaticnal plans of students

One method of conducting such a survey is to administer a student
interview schedule during a student assembly. Employers, counselors,
and teachers should outline the benefits of the cooperative vocational
program during such an assembly. The interview schedule may be handed
out at the end of the assembly, and students should be encouraged to dis-
cuss the program with their parents. To assist such parent-student dis-
cussions, a brochure outlining program benefits and prerequisites for
enrolling can be most valuable. If a student assembly program cannot be
arranged, homeroom periods may be used to inform students of the proposad
program, and guestionnaires may be distributed at that time. An example
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of a student interest survey form is in Appendias of Volume I.

Communitx Survey

A community survey is nheeded to determine if the area can provide a
sufficient number of training stations to support a cooperative vocational
education program. Information obtained through this survey will include:

Names of employers providing work stations

. Names of employers expressing a desire to participate in the
program

Employment requirements for entry-level Jobs
. Labor market demand for trained employees

More information on community survey is found in Volume I.

SELECTING THE TEACHER-COORDINATOR

The selection of a teacher-coordinator is of great importance because
the instractor is resronsible for the related instruction the students
receive and for the operating profedyres of the program. The instructor
determines, to a large extent, th8 sdccess of the cooperative vocational
education program. ) -

d

In addition to fulfilling certain credential requirements, the
teacher-coordinator should possess a high degree of professional and
technical praparation, ingluding occupational experience in his field of
teaching. He should aliaagpl e88 certain pe¥sonal qualities that will
enable him to earn the resBect of the pedple with whom he works. Thece
qualities include self-confidence, pleasifly personality and appearance,
plus an interest in school, business, and community activities.

It is recommended that teacher-coordinators be employed at least one
month longer than the regular school year. This additional time is nneded
to perform necessary coordination activities, especially those required
before the opening of school such as securing training stations, conducting
prograwm public relations activities, and prepari:g instiuctional materials.

»

PROGRAM OBJECTIVES

Program objectives must be set in the beginning and must be contin-
uvally maintained and up dated. Examples of both general and specific
ocbjectives are listed in volume one.

Although the coordinator should be given ths respounsibility




establishing progzam objectives, contributions should be inlistad from
administration, advisory committes, employers, and studentsa.

CURRICULUM DEVELOPMENT

The curriculum is the sum total of the learning experiences for which
the school has responsibility. To plan a curriculum means to select,
arranga, and sequence these experiences, through the joint decisions of
teachers and learners, so that succesgful learning results. In vocational-
tachnical education, as in many other areas, this requires that learning
outcomes be clearly defined in behavioral terms, and suitable evaluative
devices designed to measure thier achievement.

The occupational goal of the student should become the center of the
instructional program, and the experiences and knowledge necessary tc pre-
para for this goal should become the basis for the curriculum. Subject
content in curriculums must be determined by the demands of the occupation
for which the trainigg is provided and must be appiopriate to the learner's
abilities and neceds.

FACILITIES AND EQUIPMENT

CLASSROOM AND OFFICE EQUIPMENT

In planning facilities and equipment to be used in a Cooperative
Vocational Education Program these things should bs considered:
(1) the purpose of the program is to help students bridge the gap
between school and work life, hence an occupational atmosphere is
essential, (2) communication with employers and the community should
be made easy as possible, and (3) each student really has a curriculum
of his own and needs individual counseling and individual instructional
materials. The following suggestions for equipment and facilities should
be helpful.

1. Classrooms should have moveable individual tables and chairs which
can be arranged for large and small grcup discussions and for in-
dividual instruction and study purposes.

2. All classrooms should have storage space with individual drawers or
portable bins where each student can keep independent study materials
and projects.

3. Adequatz space and equipment for displaying and storing reference

1ua Guide for the Development of Curriculum’'in Vocational and Technical
Education", Division of Vocational Education, Los Angples‘ California,
University of California, 1969, p. 14.
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bocks, periodicals and other occupationally related learning materials
should be provided.

4. The coordinator should have an office adjoining the clagsroom.

5. Model stores, offices, shops, laborato.ies, and other simulated work
stations are highly recommended to provide opportunities to develop
job skills and attitudes.

6. It is desirable to have all the classrooms, labs, and offices for
Cooperative Vocational Education in the same general location within
the school.

7. Special instruction equipmant is needed for each occupational field
and is usually a reimbursable cost depending on the State Plan
arrangement.

8. The classroom shovld also have a sink and mirror to help in maintaining
and evaluating personal appearance.

The coordinator's office also has many requirements that would not be
necessary in other teacher's offices. It is necessary for the coordinator
to have adequate facilities and equipment to fulfill his numerous adminis-
trative and counseling responsibilities. In addition to the usual raports
and records, he has responsibility for participating in the selection of
students, supervising the cooperative occupational experience, making
periodic follow-up studies, and sponsoring a youth organization. Some-
times his ofrice is used for conferences with employers ox parents, oxr
both; and it is frequently used to discuss confidential matters with stu-
dents and staff members. The many uses of the cooxdinator's office re-
quire the following considerations.

1. Adequate space to insure comfortable seating and good communication
for three or four people.

2. Provisions for maintaining the privacy of confiental matters with
visibility of the classrxoonm.

3. A telephone with connections for outside calls in order to maintain
continuous contact with employers and the community.

4. Ample filing equipment for general use and for confidential material.
5. Appropriate desk space and a typewriter.
6. Some storage space for audio-visual equipment and book shelves.

There are a number of psychological values of good facilities which
pay dividends in addition to the primary purpose of service. One of




these is the advertising value of such among students and potential
suppontens. Students ara frequentiy attracted to an occupational edu-
cation program because the environmerit where the instruction is given
appeals to them. Good facilities have a pronounced psychological effect
on the students because they take vride in an attractive room and iden-
tify with it. <Students learn bettur in a meaningful environment; they
may also learn better on their jobs because of the similarities in
environment and between the classroom and the job.

Equipment and Supplies

l. Typewriter 9., Magazine Rack

2. Lock File Cabinet 10. Card File

3. Adding Machine 1l1. sSpirit Duplicator

4. Book Case 12. 2-Door Metal Storage Cabinet
5. Overhead Projector 13. Thermofax

6. Slide-Strip Projector 14, vVisual Aids

7. Camera (Type Optional) 15. Drafting Equipment

8. Tape Recorder

FUNDING COOPERATIVE VOCATIONAIL ENUCATION

Local cooperative vocational education program-planners usually want
to know quite early what financial resources are available so that time
and effort will not be wasted in unrealistic planning. Hence, a brief
discussions of the nature of funding under Parts B and G of the Vocational
Education Amendments of 1968 will be given here. Readers are encouraged
to refer to their respective State Plans for vocational education for
specific policies and procedures and to consult with the staff members
of the vocational education division of the State Department of Education.

Provisions for Federal Fundingl

A local educational agency may be reimbursed for cooperative vocational
education under both Part B and Paxt G of the Vocational Education Amend-
ments of 1968. However, a specific program within the jurisdiction of a
local educational agency can be reimbursed only under one of these parts.
Thus, a specific program which does not qualify for Part G funds cannot
be reimbursed from these funds, even though all or part of the students
in a cooperative vocational class are judged to be disadvantaged or handi-
capped.

lA Guide for Coogeratlve Vocational Education, College of Education,
Division of Vocational and Technical Education, University of Minnesota,
Minneapolis Minnesota, 1969, p. 26.
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Part B Funds. The high opinion and warm feeling of the members of
Congress toward cooperative vocational education has already been re-
lated; hence thoir support of the on-going program through Part B is
assured. It is also intended tliat cooperative vocational education
uder this Part will ba expandad to additional youth and adults with or
without disadvantages or handicaps with predetermined rates of reim-
bursement to achooler.

Part G Funds. First priority for thesec funds are to be given to
areas designated by the State Board as having high rates of schocl
drop-outs and youth unemployment. Criteria for designating such areas
will not be discussed here. (See your State Plan, Part I, Sec. 1.10D
or contact your State Board for Vocational Education.) The advantages
cf funding under Part G are as follows:

1. Possible funding up to 1008 of program cost

2. rossible reimbursement of employers for added costs of on-the-
job training for cooperative vocational education students

3. Possible payment for certain sexvices such as transportation
and other costs to students

4. Possible reimbursement of supervisory teacher training and other
ancillary costs

5. Inclusion of non-profit pr.vate school students in the program.
Funding

1. A local education agency may be reimbursed for cooperative vocational
education expenditures under Part B and/or Paxrt G of the Act.

2. Part B funds may be used for the continuation of existing vocational
education programs and for expansion of cooperative education to
additional youthﬂ?nd occupational fields. The amount of reimburse-
ment for local expenditures depends on the application criteria
egstabligshed in a State Plan.

3. Part G funds are meant for the development of new coopsrative programs,
especially in designated areas of high rates of drop-outa and unemployed
youth. The advantages of Part G may be:

a. Possible funding up to 1008 of program cost.

b. Poasible reimbursement of employers for added costs of on-tna=job
training for cooperative students.

¢. DPossible reimbursemsnt of supervisory, teacher training and other
ancillary costs.




d. Possible payment of certain expenses such as transportation of
working atudents.

e. Inclusion of non-profit private school students in the progxan.

4. Allocation of funds (Pari B) ls established on the basis of man-
power nesds and job opportunities, vocational education needs,
ability of the agency to pay, and relative costs of the programs.
Allocation of funds (Part G) is in terms of priority to axaas hav-
ing high rates of school drop-outs and youth unemployment.

5. In order to maintain continuous effort in expanding and extending
cooperative vocational education, long-range State planning is re-
quired in the Vocational Education Amendments of 1968. State plans
require local educational agencies to provide information about
local annual and long-range plans when applying for approval of
their vocational education programs.

6. If possible, school administrators should allow from nine to fif-
teen months to plan and get ready before cooperative vecational
education classea start.

7. Schools with neo-cooperative vozational education concepts of edu-
cation for work should investigate Part D on exemplary programas
and Part H on work-study programs.

Priority Funding. As a background for understanding the State Plan
regulations, local program-planners should have some knowledge of priori-
ties as they pertain to vocational education in general and specifically
to cooperative vocational education. A few essential consepts and ideas
are all that can be related here. Further information may be obtained
from your State Department of Education.

For programs funded under Part B, the Act requires each State to
determine the relative priority of local applications in texms of (a)
manpower needes and job opportunities, (b) vocational education needs,
() relative ability to pay, and (d) relative coste of programs and
activities. The oriterion of manpower needs and job opportunities
relates to the number of unfilled job openings and the impact of the
progcam on local, state, national, and emerging
job needs. Factors in the vocational education "needs" criterion con-
sist of overall vocational education needs of people, needs of the
disadvantaged, the handicapped, the unemployed youth, post-secondary
education needs and in the impact of the program on these needa. The
"ability=-to-pay" criterion is measured by taxable wealth and available
revenues per student, and location in economically depressed aud high
unemployment ateas. Relative costs refers to factors in the local
educational agencies' area which cause relatively high costs of con-
struction, wages, equipment, and supplies, maintenance, transportation
and other costs.
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In placing Part B and Part G applications in priority oxder for fund-
ing (reimbursement) and detexmining level ol funding, the State Board will
give considexation to the criteria enumerated above and any other criteria
established by the Board. When a local educational agency includes appli-
cation for a Part C program in its overall application or submita a sepa-
rate applicaticn, an additional priority factor will be applied. Part G
applications from areas representative of high rates of school dArop-outs
and youth unemployment will be acuorded first prioxity.

The lLocal Plan for Vocational rducation

The new legislation does much to encourage. BState and local agencies
to improve continously their efforts in meeting local, State and national
nanpower training needs in addition to meeting the individual vocational
needs of their citizens. This is done through State three-£old plans.
whereas formesly a State Plan descxibed the contemporary program only
and no local plan was required, the new document is composed of three
parts - (1) the administrative provisions, (2) the long-range program,
and (3) the annual plan. Each school applying for funds is required to
have a local plan for vocational education.

The Administrative Provisions. ZEKach local agoauy shall describe in
its local plan the proposed programs, sexvices, and activities for which
funds under the State Plan are being requested. The State Plan will
describe the information required and the anticipated sources of infor-
mation for this description, which takes the form of an application for
reimbursement. Local agencies are required to develop theix applications
in consultation with the educational and training rescurces available in
the area to be sexved. MNuch of the information in this publication may be
used in preparing the local application, and much may be fuxnished as a
result of the State Boaxd's.coerdinated éfforts with ophex, Mt ayencies
such as the State Employment Sexvice, the Office of Bconomic Opportunity,
and the State Rehabilitation Sexvice. Thexre must also be a justification
of the amount of Federal and State funds requested and information on the
amounts and sourcep of other funds available. The application also in-
cludes other information required by the State Board in determining whether
the program, services, and activities proposed therein will meet all xe-
quirements o7 the Act, the regulations and the State Plan.

The procedure for processing local applications for vocational programs,
services and activities is described in Part I, Sec. 3.22, of the State Plan.

The Long-Range Plan. The State Boards are required to make long=xange
program plans fox vocational education in their States extending ovex a
five-year periocd. This plan describes the present and projected vocational
education needs of the potential students. In order to prepare such & plan,

21pid., p. 28.
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data must be obtained from local educational agencies to make long-range
plans.

The Annual Plan. State Boards are also required to prepare annual
progiam plans which describe (a) nature of vocational education prograns,
services, and activities to be carried out during the year, (b) allocation
of Federal and State funds to these programs, services and activities
(¢) how and to what extent such programs, services and avtivities will
carry out the program objectives set forth in the long-range plan, (d)
now and to what extent Federal funds allotted to the State will take
into consideration the criteria concerning manpower and job opportuni-
ties and reasonable tax support, and (e) the extent to which consider-
ation was given to the recommendations of the State Advisory Council
in its most recent evaluation report. Again, the local educational
agencies may be expected to participate in the annual plan responsi-
bilities.

EVALUATION OF PROGRAMS

Programs must be evaluated on an annual basis. This should be done
in a number of ways. Included among these ways are student follow=up
report, discussed in volume one; checklist of overall critexia, see
appendices.




CHMPTYR II
ADVISORY COMMITTEE

A carefully selected representative advisory committee is most
necessary in a Cooperative Training program and should be used by all
cooxrdinators. The advisory committee, if carefully selected and the
meetings well planned zan be of unlimited assistance to the coordinator
in that it will give him a group of interested employers and employees
to whom he can go for counsel and advice in the operation of the pro=-
gram. Each coordinator will want u genexal advisory committee which
will function throughout tha year to guide the entire program. In
addition, he may organize a number of occupational (or craft) advisory
committees to aid in the organisation of instructional material for
their specific occupations.

The Board of Education should be advised regarding the importance of

the advisoxry committee, and if possible, the committee should be named
before school opens.

Kinds of Advisory Comnittees

1. Genexal Advisory Committee
2. Occupational Craft Committaes

Purposes and Duties of Genexal Advisory Committee
1. To advise and guide the coordinator in setting up,
carrying out, and improving the program in Cooperative
Training.

2. To help determine various occupations in which there is a
definite need for training.

3. To assist in job placomoné selection of firms oxr employers.
4. To assist in selling the program, and in keeping it sold.
5. To approve content material for courses.

6. To assist in the selection, placement, and follow=-up of
trainees.

7. To determine uvbjectives of each course in view of program
policies.

8. To assist in obtaining the cooperation of labor, employers,
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and the achool.
9. To recommend necessary facilities, materials, and suppliss.
10. To recommend personnel for occupational advisory committeesn.

11. To assist in maintaining high standards.

Organization

An advisory committee should be selected as soon as the
coordinator has been in the community long enough to know which Key
people should be included. As a genexal rule, it is difficult to set
up an advisory committae during a coordinator's first year in a program.

gize of the Committee

The number of membexrs on the committee will vary, but most will
have fxom five to eight members. While there should be a cross=-section
of the types of occupations in the community represented, the committec
should not becoms too large to be effective, and the members should be
carefully selected according to their interests, abilities, and willing-
ness to serve. The major areas of businesses should certainly be repre-
sented, including both large and small operations. Representatives from
the various civic organimations or occupational groups concerned should
probably also be considered. The cooxdinator needs to keep these points
in mind in deciding how large the committee can be and still be effective.
A small effective group to begin with is much better than a large, cum=
berdome one.

-

Selection of Membors

1. Should contain both employers and employees, together with one
or more representatives of the school system.

The following points should be considered in the selection of
comnittea membars:

1. Try to select some individuals who have employed cooperative
students.

2. Select members who have a sincere interest and belief in the true
objectives of the program.

3. Select members who are accepted as lsaders in their fields and to
whom others will listen.

4. Select members who are willing to take time to attend committee
meutings and participate in community work. A community leadexr
who holds many offices may not be the best choice.

-1l=
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Method of Appointment

By the city (or county) superintendent of schools after consultation
with the local director of vocational education and/or coordinator
and members of the board of education.

By the board of educstion on recommendation of the superintendent.
The coordinator should follow-up each invitation with a visit to ex-
plain briefly the purpose of the committae, but not in detail. Re-
mind members of the tirst meeting.

Texrm of Membership

A regular system of replacing members is preferred. This allows the
replacement of members who have shown no desire to participate or who
cease to contribute. The rotating term also injects "new blood" with
fresh enthusiastic ideas and educates an increasing number of people with
respect to the cooperative education program. Members usually serve from
one to three years. Provision whould be made for staggered replacement,
80 that there are always experienced members serving. A new member should
be appointed with the approved of the school administration. There is no
reason why a member cannot be reappointed if he has proven to be a valuable
contributor.

Organization Within the Committee
Chairman, elected by votu of the committee.

Secretary, coordinator or other member of the com mittee.

Meetings

There is nc generally accepted policy concerning the number of meetings
whan there is businsss to discuss rather than having regular scheduled
meetings is acceptable. Yerhaps four meetings annually would be a minimum.
The best way to maintain the continued interest and participation of mem-
bers is to keep them actively engaged in working on problems.

A full and worthwhile agenda for every meeting should be planned, so
that the members' time i3 never wasted.

The common courtesies and business procedures involved in the operation
of any organizatinn should be scrupulously observed at each meeting. Ample
notice should be givern for each meeting. It is good policy to sand out
the agenda in advance and to distribute copies of the minutses soon after
the meeting.




CHAPTER III

YOUTH ORGANIZATIONS

Many cooperative vocational programs have, for a number of years,
provided students enrolled in these programs with youth organizations
that iiave become an integral part of their instructional programs.

These organizations have nrovided opportunities for studentis to gain
invaluable experience in guroup dynamics. These opportunities for
personal development training would be very difficult to provide in
other ways, if not impossible. Every cooperative program should provide
oxganized youth activities for its members.

The general purposes of these organizations are as followa:

l.

2.
3.
4.
5.
6.
7.

Provide opportunities for development of leadership through
active participation in civic, social and occupational pursuits.

To create and nurture an appreciation for the dignity of work.

To foster high standards of workmanship, scholarship, and ethics.
To provide recreation and fraternal relationships among menbers.
To encourage cooperative effort among students.

To encourage broader educational experiences.

To promote a bettar school and community spirit.

To develop a loyalty to the prinicples of representative govern-
ment and respect for democratic ideals.

EXISTING VOCATIONAL YOUTH ORGANIZATIONS

There are several youth oxganizations ihat were created for and are
a part of speciifc vocational areas. The ones that will concexn the
teacher-coordinator most are:

1.

FUTURE FARMERS OF AMERICA (FFA)

This is the oldest of the vocational education youth groups and

it is oriented to agricultural occupations. Vocational agriculture
students from ages 14 to 21 are eligible for membership in this
association. The FFA is an integral part of the instrxuctional pro-
gram in vocational agriculture.
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It was organized in 1928 in Kansas City, Missouri, and it is the
national organization of, by and for students enrolled in vocational
agriculture undev the provisions of the National Vocational Edu-
cation Act. The FFA Motto -~ "Learning to do; Doing to learn; Earning
to live; Living to serve."

2. FUTURE HOMEMAKERS OF AMERICA (FHA)

Future Homemakere of American is the national organization of
girls and boys studying home economics in junior and senior high
schools of the United States, Puerto Ric~ and in American schools
overseas;

As an integral part of the home economics program, FHA provides
opportunities for students to have additional experiences in plan-
ning and carrying out activities related to homemaking.

The overall goal of the organization is to help individuals im-
prove personal, family and community living.

l.

2.

3.

4.

5.

6.

7.

8.

PURPOSES
To promote the joys and satisfactions of homemaking.

To strengthen the function of the family as a basic unit
of society.

To encourage democracy through cooperative action in the
home and community.

To become aware of the multiple roles of men and women in
today's society.

To improve national and international relations.

To provide opportunities for decision-making and for assum-
ing responsibility.

To involve youth with adults in individual and group
activities.

To develop interest in home economics, home economics careers,
and related occupations.

3. FUTURE BUSINESS LEADERS OF AMERICA (FBLA)

The Future Business Leaders of America is the national organi-
zation for all ycung adults in high school and postseccndary institu-
tions enrolled in business programs.




Phi Beta Lambda is the national organization for all young adults
in postsucondary institutions enrolled in business projrams.

PURPOSES

The purposes of the Future Business Leaders of America and Phi Beta
Lambda are to -

l. Develop competent, aggressive business leadership.

2. Strengthen the confiience of young men and women in them-
selves and their work.

3. Create more interest and understanding in the intelligent
choice of business occupations.

4. Encourage young men and women in the development of individ-
ual projects aad in establishing themselves in business.

5. Encourage young persons to improve the home and community.

6. Participate in worthy undertakings for the improvement of
business and the community.

7. Develop character, prepare for useful citisenship, and fos-
ter patriotimsm.

8. Participate in cooparative effort.
9. Encourage and practice thrift.

10. Encourage improvement in scholaraship and promote school
loyalty.

1l., Improve and establish standards for entrance into business
occupations.

4. DISTRIBUTIVE EDUCATION CLUBS OF AMERICA (DECA)

DECA identifies the Program of Youth Activity relating to DE-
Distributive Education Clubs of America-and is designed to develop
future leaders for marketing and distribution. The organimation is
non-profit, non-political, school centered and totally youth oriented,
All Chapters are self-supporting, with members paying local, state
and national dues. It is the only national youth organization oper-
ating in the nation's schools to attract young pecple to careers in
markating and distribution.




Digtributive Education was £irst organized in 1937, but it was
not until 1948 that various DECA chapters joined together and adopted
the official name Distributive Education Clubs of America. At the
time of this union, there were 17 charter states with a total member-
ship of 793.

ITS PURPOSE AND OBJECTIVES

The purpose of DECA is to develop respect for education which will
contribute to occupational competence, and to promote understanding
and appreciation for the responsibilities of citizenship in our free,
competitive enterprise system.

DECA objectives include:

1. Assisting state associations in the growth and development
of DECA.

2. Providing awards and recognition for youths who demonstrate
outstanding qualities in sales promotlon, display, salesman-
ship, employee-employer relationships, advertising and good
citizenship.

3. Encouraging students to participate in an organized school
activity (DECA) thus giving them an opportunity to develop
responsibilities of citizenship.

4. Giving members a chance to learn and serve as bo.h leaders
and followers, and offer the opportunity for state and
national recognition that they might not have othexwise.

5. Maintaining DECA chapter activities as school-centered,
thus contributing to the school's purpose of preparing
well-adjusted, employable citizens.

6. Working with business interests to upgrade student employ-
ment with interested firxms.

5. VOCATIONAL INDUSTRIAL CLUBS OF AMERICA (VICA)

The Vocational Industrial Clubs of America is the national
youth organization serving trade, industzial, technical and health
occupations students with leadership, citizenship and character
development programs and activities.

Members in high school and post-secondary programs join VICA
clubs for civic, educational, professional and social activities
which develop social and leadership abilities. A gtudent partici-
pates for personal development.
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VICA programs emphasize respect for the dignity of work, high stand-
ards in trade ethics, workmanship, scholarship and safety.

VICA activities are supervised by the industrial education teacher
and administered by school officials.

THE CONCEPT BEHIND VICA

VICA strives to develop the "whole student" =--his social and leader-
ship abilities as well as his skills--and prepare him for a responsible
role in the community and in the labor market. Youths need opportuni-
ties, available to them through VICA, to develop motivation, respect for
their capabilities, an understanding of their roles in the industrial
community, an awareness of their roles as citizens and an opportunity
to develop their leadership abilities.

ORGANIZING YOUTH GROUPS

The responsibility of getting a youth group organized and function-
ing properly, in many instances, is the responsibility of the teacher-
coordinator. If and when this task becomes his, the teacher-coordinator
must be prepared to do the job. Listed below are several procedures
that have been used successfully by youth group sponsors:

1. Become thoroughly familiar with all phases of the organization.
This may be done by procuring official manuals and guides and
by requesting assistance from a particular state youth leader.

2. Introduce, describe and discuss the youth program with all
prospective members. This could be done during several class
periods.

3. Discuss the values of youth group organization with all pro=-
spective members. ‘

4. After the election of officers, the president should appoint
all committees deemed necessary by the group. A constitution
committee should start working as soon as it has been appointed.

5. Try to get every member to work on some committee or with some
activity going on in the group.

6. Work with the members and plan a program of work for a semester,
preferably for ayear.

7. Be consistent in holding well-planned meetings.

8. Constantly strive, with members, to improve the organization.
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POSSIBLE OUTCOMES FROM PARTICIPATION IN YOUTH GROUPS

Well-organized and well-functioning organizations tend to produce
certain desired outcomes. Some of these are listed below:

1. Development of leadership among students.

2, Establishment of common interests among students.
3. Prepares student for civic life.

4. Builds character.

5. Development of togetherness.

6. Development »f proper attitudes.

7. Development of self-confidence.

8. Recognition and rewards for high achievement.

9. Provides wholesome competition.

10. Development of cooperation and dependability.




CHAPTER 1V
ADULT EDUCATION

The adult program in Cooperative Education offers instruction to
out-of-school youth and adults already employed or preparing for
distributive occupations.

"Education for occupational competency is a lifelong process that
starts when one acquires his first basic skills and concepts and ends
whea he leaves his last job. Much ot the competency for ocoupational
1life is acquired outside the formal educational program, but for many
individuals there is need for organised vocational education at suc-
cessive stages ... Educating persons in the labor warkat - youth and
adults - to help them meet changes in their present jobs or prepare
for new jobs is thus an important phase of the total program of voca=
tional education."l

I. Identifying A Need Fox The Program

Before a program of adult education in Cooperative Education ox
any other field can be started the need for both progxam and content
must be identified.

The educational needs of adults cannot be identified once and for
all time. While some learning needs are basic and remain relatively
stable given age groups, others change greatly according to economic
conditions and othexr worldly reasons. Therefore, building a program
is a continuous job.

Sound program building, then requires the continuous identification
of adults' educational needs and interests. However, there is always
the danger of making mistakes in identifying educational needs and
interests. Needs that may seem obvious to a professional educatoxr ox
to a social worker may not seem real to the sdults in the neighboxhood.

Skill in bringing adults into the process of identifying their
educational needs and interests is an earmark of outstanding adult edu-
cators.

Probably the easiest way for adult educaturzs to find out what adults

lEduceELon for a Changing World of Work, Report of the Panel of
consultan.. on Voca:ional Education, U.S. Department of Health, Educa-
tion & Weltare, 1963.
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want to learn is %o be alert: to their individual request for courses.
Careful educators keep cunulative lists of ull inquires and encourage
the inguirers to interest enough others to warrent atarting the courses.

Request from businesses and community groups provide an excellent
way of identifying adults' sducational nseds. Programs built upon such
requests are ordinarily much larger than those catering merely to the
expressed or implicit needs of individuals. Group requests by tele-
phone, mail, or personal call are often based on considerabla exploration
and definition of adult interests. <Jsually they offer a ready-made
group with definite motivation to participate in an educational activity
designed to meet the request. This procedure suves the energy other-
wise needed to form a group of people with allied interests. The re-
questing organization is ofton willing to help define needs further,
advise on content, £ind readers, and assume other cosponsoring respon-
sibilities.?

Another cbvious way of f£inding out what adults want and need to
leazn is to ask them. There are several ways of doing this) However,
results are sometimes disappointing. This can be done by the use of
surveys, questivnairs, check lists, and direct inquires.

In program planning there is also a great need for studying system~
atic infoimation about the community. This information may be cbtained
from census reports and many other sources. Some of the major items
that adult educators should view include:

1. Educational levels of the potential public.

2. Ages

3. Fanily circumstances

4. Occupational Breakdown

5. Cultural Background

6. Socioceconomic Background

7. Georgraphic Locationd

2xempfer, Homer H., Adult Education, New York: McGraw Hill, 1955.
p. 64.

31pid., p. 70-71.




Advisory Conmittees

The use of advisory committees both general and specialized is a
very strong way of identifying needs for adult education. These peo=-
ple are in a position to both suggest needs and be familiar with spe-
cific groups and numbers of people to participate in programs.

I1I. The Administration Of Adult Education

As & criteria for being an administrator of an adult education pro-
gzam, there are a nunker of general requirements and concern that are

a must. Among thess are:

1. Demonstrated concern for Improved Quality of Living in the
Community.4

The adult education adminstrator must be actively envolved
by choice in the adult affairs of the community. He must have
a real desire to see improvemsnt in the community. He must
have & close working relationship with adult groups of the
community.

2. voluntary Service Beyond Requirements of Employmont.s

The community service and participation of the adult learner
is often more a labor of love than a financially profitable
enterprise. There are often long hours of work required to get
a program off the ground and help it to be a success.

General Functions of the Administrator

PLANNING OF PROGRAM

A. Planning elements of the program (developing, selecting and
scheduling) .

B. Organization of new activities (including experimental develop-
ments) .

C. Meetings with advisozy groups and interviewing key people in
the economic, political, and educational structure of the

community.

4Thatchor. John #. Public School Adult Education: A Guide for
Administrators, National Asscciation of Public School Administrators,

1963, p. 21l.

Sipid., p. 21.

et




D,

Fact finding and community needs surveys.

PROMOTION, PUBLICITY, INTERPRETATION AND PUBLIC RELATIONS

G.

H.

I.

Preparation of newspaper and radio publicity.

Preparation end distzibution of printed and mimeographed
announcenments.

Arranging for promotional radio and television programs.
Pexrsonal talks before local groups.
Appearances on radic and television programs.

Acting as discussion leader, moderator, etc. for other organi-
BALLiONn,

Preparation and display of exhibits.
Planning public meetings or "open house" affairs.

Interprelation of adult education program to public school
staff.

' RECRUITMENT AND CERTIFICATION OF STAFF

A.

cC.

Search for qualified staff.
Inteaxrviewing perspective instructors.

Procuring teaching certificates.

GENERAL ADMISSION

A.

C.

D.

F.

Financial Mattezs,

Supplies and equipment.

Office Management.

Routine operat.ons.

Special and Miscellaneous Activities.

Participation in local school system staff neetinga.

b an
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III.

TRAINING AND SUPERVISION OF PROFESSIONAL STAFF

A. Group in-service training sesaions.

B. Individual conferences with instructors.

C. Prevaration and review of training bulletins and materials.
COORDINATION AND COOPERATION WITH OUTSIDE AGENCIES

A. Consultant services in connection with adult education projects
of other community oxganization.

B. Developing coopexative projects with other agencies.

C. Arranging special aspects of the public school adult program
which require the cooperation of other agencies (e.g.,
Americanization, program for the aging.)

EVALUATION OF PROGRAM

A. Review and analysis of periodic rapoxrts.

B. Conferring with participants.

C. Survey and analysis of dropouts.

D. Periodic review of program.

E. Continuous studies of need (survey etc.)

PROFESSIONAL GROWTH

A. Attendance at state and national conferences.

B. Attendance and pgxticipation in workshop.

C. Reading professional materials.

D. Authorlhip.6

Advisory Committees

The popularity of advisory committees in adult education can be

explained in a number of ways. They are popular with administrators of
adult education because:

szbidol P 31-32
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1. 'They provide advice not easily obtainable elsuwhere.

2. They have important public relations potential.

3. They offer external support for policies.
Advisory committees are popular with labor and management because of
the opportunity afforded to public officials before action is taken.
They are approved by the public at laxge b,ccuno of added asgurance
that the public's interests are protected.

Functions of the Advisory Committee in Adult Education

). Instructor Recommendation.

The committee can recommend to the administrator, individ-
uals who can ssrve as leadexs or instructors in the adult edu-~
cation field.

2. Equipment Selection.

Often lay persons who have had experience in the subject
area are better able to recommend the purchase of propeax
equipment, or assist in its acquisition.

3, Curriculum Materials.

Recommendations can be made by the committee on the most
uwp-to-date materials that are needed in many areas.

4. Supplementary Information.

Generally speaking committee members have an excellent over-
all view of the specific area of educational endeavor. Thexe-
fore, they are able to suggest supplementary information book=-
lets, and other materials to be used in many cases of study.

5. Bibliographies and Surveys.
Advisory councils have been used to make necessary commu-=

nity surveys or compile bibliographies of materials on adult
education.

7Organiznt1on and Effective Use of Advisory Committees, Trade and
Industrial Education, U.S. Department of Health, Education, and Welfare
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6. Promotion.

There is need for promotion of cooperation between the home,
business industry, civic groups and school. The best possible
promotion any program can have is from those people who act as
lay advisozrs.

7. New Programs.

To be most effective the advisory committee lgould eXpect
to be consulted on the formation of new programs.

IV. Curriculum

The development of a modern and dynamic curriculum is the greatest
single challengas facing the administrator of an adult education pro-
gram. It is also a matter of diract and indirect concern to all the
adults, since opportunities for lifelong learning are a vital part of
the fabric of living in a modern community.

The success of a community adult education program will, to a large
degree, depend upon the knowledge and skill of the administrator in
curriculum development. Considerable frustration and failure can be
avoided by careful planned approach and be the utiliszation of accumu-
lated knowlodqo.9

Essentials of Planning

The experience of many directors working over a long period of
time in curriculum development indicates that program planning is:

l. A Group Job
The minds and enexgies of many people who are in inti-
mate contact with the interest, needs, and resources of the
community will turn out a better cooperative product than

the individual director could possible provide by working
alone.

2. A long-term Job

. Enthusiasm for a program often impels proponents to push

eThatcher, John H., Public School Adult Education. A Guide for
Administrator, National Association of Public School Administratorxs,
1956, p. 1l63.

91bid., p. 58.
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3.

4.

V. Instructional Methods

One

for immediate action. Every class or service that is hurriedly
started and folds up quickly many hurt the long term continuance
of the total program.

A Dynamic Process

Continued evalution and reappraisal of the program are
essential. It is true here as slsewhere, nothing is as permanent
as change. Any program that fails to adjust to people soon be-
comes stereotyped and unpopular.

A Complex of Detalls

Good program planning provides the proper instructional equip-
ment, adequate meeting place arrangements most conducive to adult
learning, a friendly social setting that will cultivute the ex-
change of ideas and guidance opportunities that will help direct
the learners into the right opportunities. Adult leaxning is
muck more than a good pupil-teacher relationship. It involves
good interpersonal relationships between members of the group
and the entire program. Furthernore, a favorable attitude of in-
dividuals, groups and organisations withir the community helps to
build a needed climate for a successful adult education pxoqr&m.l

. ‘.'? I'

of the objectives of supervision in adult education is to improve

the quality and effectiveness of classroom teaching. It is based on.the
idea that no teacher is perfact and thet good teachers desire to becowe

better teachers. Since adult clasaes are attended on a voluntary basis,
the highest quality of teaching is essential to maintain a good program.

There are many types of inatructional methods that can be employed to

present
Type
1.

2.
3.
4.
5.
6.
7.

the field of distribution to adults.

s of mootinglll
Institutes

Wozkshops

Senminar

Formal Class
Informal Discussion
Short Course
Lecture Series

101pid., p. 59.

11Morgan, Homes & Bundy, Methods in Adult Education, Intexstate

printers

and Publishers., 1960, p. 50.
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Mothods Within Meetingel?
1. Formal or stage presentations. All ~ommunication is in cone di-
rection
a. Lecture or speech
b, Symposium
c. Panel discussion
d. Colloquy

2, Discussion techniques

a. Open discussion

b. Co-leaders in group discussion

¢. Buzz sessions

d. Leadership teams
l. discussion leader
2. process obsexrver
3. recorder
4. resource person

e. Listening teams

£. Role playing

g. Dramatic skit

h. Symposium forum

i. Lecture forum

j. Panel forum

3. Demonstration and Laboratory
a. Method demonstration
b. Result demonstration
. Laboratory procedure

4. Field trips and tours

S. Audio-visuals
a. Chalkboards
b. Bulletin boards
c. Charts and graphs
d. Flannelboards
e. Motion pictures
£. Slides
g. Filmstrips
h. Record player
i, Tape recorders
j+ Television
k. Overhead projector

lz:bido r P 5l.




value of Audio~Visual Alds
A Great deal of research has been done on the value of audio-visual
aids. The rasults of this reseaxrch prove conclusively that they are a
decided help in learning when they are chosen wisely, and used properly.
These are some of the ways that audio-visual aids may be of value in
learning.
1. They help to give correct first impreseions.
2. They stimulate interest.
3. They promote better undexstanding.
4. They supplament cther sources of learning.
5. They add variety to teaching methcds.
6. They make for economy of time.
7. They promote intellectual curiosity.
8. They tend to reduct verbalism or the repetition of words without
knowing their meanings.
9. They can give new concepts of things outside of the range o.
ordinary experience.

VI. Financing the Program

Money for Cooperative Education Programs for adults in schools comes
from a number of sources. It depends entirely upon the situation such as
who is teaching the class, where the class is heing held, where the equip-
ment and supplies being used are obtained, and who is attending the class.

EXAMPLES

INSTRUCTORS

School full-time and part-time instructors are paid for with school
funde, which are made available from state and federal mcueys that came
through regular state channels. These instructors must be used for
teaching courses that are taken for credit. They may also teach non-
credit courses in addition.

outside part-time instructors can be paid from a number of sources.
These include: fees collected from class members in the non-credit
courses, special frederal vocational funds, and industry. Industry can
either pay for the instructor or actually furnish him.

FACILITIES

There are a number of possible sources of facilities. These locations
include conference rooms in banks, motels, and stones. Usually there is
no charge involved. However, when there is a cast, it is paid for by
either the company sponsoring the class or by fees collected from the
membership.

-28=
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EQUIPMENT AND SUPPLIES

Most equipment is usually furnished by the Department providing the
training. Supplies can be obtained from one or more of the following
sources: The Department providing the training, bought with fees
collected, or bought with money furnished by industry.

VII. Facilities and Equipment

Most of the facilities and equipment are furnished by the school
sponsoring the training.

Specific facilities and equipment will vary with the needs of the
class offering.

Among the facilities usually needed are:

l. Lecture rooms.

2. Labs.

3. Offices.

4. Workroom and Storage

5. Adequate Parking Space with good lighting.
Equipment. Needed includes:

Full line of audio=-visual equipment.

VIII. Discovering and Selesting Instructors

The quality and effectiveness of an adult education program de-
pend upon the leadership of its teachers. Teachers can make or break a
program. The task, of discovering and selecting competent leadeighip is
one of the biggest that faces the adult education administrator.
- o>

Characteristics of Good Instructors of Adults

The variety of backgrounds and experience of the persons enrolled in
every class for adults makes it necessary for the teachers to have broad-
er backgrounds of experience than are usually needed by teachers >f regu-
lar dayt.me classes. In addition to their backgrounds of experience the
teachers must also be skilled in using instructional techniques that have
proven successful with adults. Teachers who have the required back-
ground of experience and the instructional skills and can meet the fol-
lowing requirements generally conduct classes that are successful and
have strong holding power.

120patcher, John H., Public School Adult Education. A Gudie for
Administrators, National Association of Public Schnol Administrators,
1956, p. 81l.
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5.

Sources

An understanding attitude toward their students. Leadership,
tact, and patience are of great importance.

Mastery of thelr subjects - tn this should be added breath of
knowledge and experience in related fields. Practical appli-
cation is an important factor when working with adults.

Ability to interest a group so students with a wide range in
age, capacity, education and experience. Teachexrs of aduits
must continually adjust subject matter and instruction to meet
those differences in their classes.

Physical Stamina to stand tho strain of teaching one ox two
evenings a week in addition to a daily program, and of waking
the necessary preparation for teaching., Most instruct.rs have
already completed a day's work before beginning the evening
School assignment.

A broad concept of the whole adult education program and its
relation to the community.

of Instructors

Regular full-time faculty.

Part-time faculty if any.

Lay specialist that are qualified to teach non-credit courses.

Faculty from othex institutions.

Some techniques for Discovering Instrxuctors

l.

2.

3.

By applicaiion

By suggestion

By recommendation

By personal injury

By observation and encourééoment

Continuous survey of community resources.l3

131pid., p. 89-90
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Selecting lnetructors

This is a very important step and is the responsibility of the
director to have the final say after receiving recommendations and
checking qualifications. He must look at experisnce, teaching ability,
knowledge of subject matter and may necessary certification. He can
select through a formal process of application, interview, written
statements, atc. or he can use a fairly informal system of varing type.

IX. COUNSELING WITH STUDENTS

Counseling with students is one of the most necessary and most time
consuming jobs that any adult education adminiatrator must perfoxm.
This is truly an everyday activity, especially in the fields of voca-
tional education. The counseling of students covers the usual main
topics that confront adult education counseloxs in general, such as:

1. Available programs for adult scvudents

2. Requirements i1or entering much programs

3. Requirements f.. completion

4. Possible results or accomplishments and possible values of

such results.

The Adult Ed. programs like many others is often involved in the
following additonal activities:

1. Xeeping student records on course woxk.

2. Scheduling courses in both credit and non-credit programs.

3. Discussing additional educational opportunities with students.

4. Discussing vocational problems and objectives with students.

5. Helping to place students on-the-job both full-time and part-
time.

6. Making student on~the-job coordination visits to become familiar
with atudent's employment demands and to discuss student's pro-
gress with supervisor.

Basic Principles ,
Anyone giving adults counsel concerning educational matters should
be aware of the following evident characteristics of adult students:
1. The adult is a voluntary student.
2. He is almost certain to be a part-time student.
3. He frequently has heavy job, home, church and community re-
sponsibilities.
4. Often he has been away from school for some time.
5. If he is in his late twenties or beyond, he is likely to feel
somewhat embarrassed when he first returns to an adult school.
6. He may have a bad or good school record which may our may noc

14Thatcher. John H., Public School Adult Education. A Guide Fox
Administrators, National Association of Public School Administrators,

1963, p. 1ll8.
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give an insight into his present abilities, but it ils a sure
bet that his record looms large in the mind of the adult when
he "starts again."

7. Even when the adult makes light of what he is doing, the ed-
ucator can be sure that the student really believes he has
made a most serious decision.

8. No matter what course an adult may take, it is safe to assume
that he believes it will fit into a specific part of his daily
living; education to him is a very practical pursuit.

9. He is likely to differ widely in age, job, other experiences,
motivation for study, and goals from other students in the group
with which he is placed.

10. He is likely to take the information and counsel he receives fox
more sexiously than young students in regular schocl programs.

1l. He expacts the answers he gets to be correct and to work. Wwhen
they do nct, he may quicly becomes indifferent or stxong by
critical and "drop the whole mess." :

X. PUBLIC RELATIONS, PROMOTION, AND PUBLICITY

Adequate public relations, promotion, and publicity are vitally
important in building a successful program of adult education. Most
influences which ensure participation of children and youth in educa-
tional activities do not operate with adults. Compulsory attendance
laws, attendance officers, and custom ensure the enrollment of pract-
ically all children of school age. Requirements for entrance to specif-
ic types of work and other sociceconomic pressures carry wost youth
through high school and a smaller number through college.

In contrast to the widespread belief in free education for child-
ren and youth, there is not general sentiment in favor of adult edu-
cation. A negative feeling is more likely to be found, particulary
among the educationally underprivileged and among those who live in
isolated regions. ‘In some communities a majority of adults of low ed-
ucational backgrouAd may be timid and hesitant about enrolling in ed-
ucational activities because they are ashamed to admit their deficienc-
ies. These circumstances call for a particularly senaitive and skill-
ful kind of promotion.

At any giver time only a minority of adults feel a strong need for
education and even fewer feel the need keenly enough to spend any
considerable amount of enexgy hunting for it. Others who want educa-
tion fail to find the kind they want, either because they are inept at
looking for it or because it is unavailable. Inevitably, too, voca-
tional and family responsibilities and many other intexests are compe-
ting for attention. If an adult program is to thrive in competition
with these interest, it must be promoted. New programs with good
leacdlership may fail to materialize or may struggle along weakly because
of ineffective and insufficient promotion. Established programs may
coast along previous reputations for a while with minimum publicity,
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but if new programs or expanded fsatures of old programs are to succeed,
the public must be made aware of tham.

There are a number of excellent methods of promoting a total adult
education program, cne area of the total program and a single course
within the axea.

Promotion must be a continuous process. The adult administrator
has a large number of methods at his disposal.

PROMOTIONAL METHODS
1. Face=to-face oral communication

a. To individuals

b. To groups such as civic clubs, association meetings,
school meetings.

2. Mass Nedia

a. News papers to promote programs and to giva a summary of
the results at the conclusion of the program.

b. Bullentins and pamphlets. Every program should have promotion
material for distribution, outlining program areas and courses.
These can be handed out at meeting and posted for pickup dis-
tribution at the meeting place and other areas.

c. Radio and Tolevision offer important opportunities for promot-
ing adult education. The public sexvice responsibilities of
commercial stations make them receptive to cooperation with
public adult-education agencies. The stations will usually
make spot announcements and often cut tapes.

3. Direct Mail

a. The mailing of letters, bulletins, and pamplets to groups,
business firms, and individuals is effective both as a promotex
and a reminderx.

4. Promotion by Advisory Committees

a. This is one of the important functions of advisory committees.
If they help plan the program and are behind it, they are us-
ually willing and able to help promote it.

5. Promotions Within The Institution

a. The key technique here is to ssll the administration on the
program, so that they can help to promote it also.

b. Use students as promotional agents.

XI. EVALUATION
Evaluation is one of the most difficult and one of the most important

tasks facing the director of and adult education program. Any attempt to
agsess the results is difficult enough, but evaluation of a complex

lsxemphcr, Hemer H., Adult Ed., New York: MeGraw Hill, 1955, p. 339.
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program of lifelong learning is several times more difficult and, there-
fore, frequently neglected. Yet, constant evaluation of the total pro-
gram is necessary if it is to experience continuous and secure growth.15

Although evaluation comes last in the sequence of steps that consti-
tute the thinking and educative process-definition of the problem, data
gathering, analysis, decision, action, and evaluation=it should not be
looked upon as a final event. Instead, evaluation should permote the
entire program of adult education and function as an integral part of
the total educative process. It should never be omitted. Ideally,
evaluation is a continuous process, but specific data=collecting and
apprasial points occur. Results at every stage, from changes in an
individual to the progress of the entire program, should be evaluated.
The plan for evaluation should provide for appraisal of the total pro-
gram and of each important element in it.

METHODS OF EVALUATION

1. Have students f£ill out a questionaire evaluation sheet at the
end of each class.

2. Survey employment results oi those who have completed classes
or have graduated. ,

3. Interview and hold conferences with individual students.

Although all phases of the program need to be evaluated most emphasis
is usually put on final outcomes or end results and promotional activi-
ties.

Evaluation of Promotional Activities.

By keeping a promotional calendar, a clipping £ile or a scrapbook,
in addition to other simple records, a director can systematically
accumulate the data basic to appraisal of his promotional activities.
Thoughtful answers to such quoltion; as these will begin to indicate
wherein promotion may be improvodal

1. Are promoticnal activities an integral part of a larger program

designed to involve people in lifelong learning?

2. To what extent are promotional activities well planned?

a. 1Is promotion continous and systematic?
b. 1Is a promotion calendar used to sensure proper ssguence and
timing?

3. 1Is promotion sufficiently intensive?

a. Are enough well-chosen modern media of communication used?
b. Is coverage of the desired population adequate?

¢. Are sufficient personal and group contacts maintained?

d. Is the school staff throughly acquainted with available

16Kempher, Homer H., Adult Education, New York:, McGraw Hill, 1955,
p. 399.

b
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adult education activities?
Results Erpacted from Promotion

1. To make the community aware of cpportunities for adult learning.
2. To convince the public of the merit of the program.
3. To make the promotion economical.l8

Evaluation van e of real value to the director if it is studies
and put to good use., Howsever, if it is done just us the proper thing
to do and the results are -juickly filed away, it will be of little
value.

181pid., p. 360-361.
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CHAPTER V
FEDERAL AND STATE LAWS

Cooperative vocational education programs must be operated in con-
formity with federal, state, and local laws and regulations. Teacher=-
coordinators must thoroughly understand all laws and regulations that
pertain to the employment of minors. They should know the source of
information on all legal matters and should maintain a complete file
of publications that includes these laws and their interpretations.

Teacher~coordinators should be aware of the procedures and require-
ments that apply to cooperative vocational education programs supported
with federal funds under the provisions of the Vocational Education
Amendments of 1968, "Part G - Cooperative Vocational Education." The
conditions under which local school districts may secure financial
support are discussed in the West Vvirginia State Plan for Vocational
Education (see Appendix C).

Federal and state laws pertinent to cooperative vocational education
are complex in nature. They govern age requirements, work permits and
permits to employ, minimum wage laws, regulations govering hours of work,
compulsory school attendance, working conditions, and social security.
Three federal statutes--the Walsh-Healey Public Contracts Act, the Fair
Labor Standards Act, and the Sugar Act of 1948--are designed to protect
working minors wherever both state and federal laws apply to the employ-
ment--the law setting the higher standard must be observed. In addition
to posseasing complete and current information on legal matters, the
teacher-coordinator should assume the responsibility for passing along
such information to employers, making certain that they have the infor-
mation needed for an understanding of their legal obligations toward
their employees.

More complete information concerning such laws and regulations appear
in the following reference:

Child-Labor Provisions of the Fair Labor Standards Act.
Questions and answers on child labor, information about
age certificates, and analysis of hazardous occupations
orders.

Cooperative vocational education teacher-coordinators should maintain
contact with local or area representatives of th. Department of Labor.
Wien questions arise concerning federal labor legislation, school author-

jes should seck the advice of the representative of the nearest U. S.
Department of Labor Office.
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Inquiries about the Fair Labor Standards Act and other lecislation
will be answered by mail, telephone, or personal interview at any regional
or field office ot the Wage and Hour and Public Contracts Division of the
U. S. Department of Labor. These offices also supply publications free

of charge.
State Regional Office Field Offices
West Virginia Nashville, Tenn. Room 4412, Federal Bldg.

500 Quarrier Street
Charleston, W. Va. 25301

3xd Floor, Schroath Bldg.
229 washington A‘re.
Clarksburg, W. Va. 26301
Phone: 623-3461, Ext. 31l

LEGAL ASPECTS OF THE COOPERATIVE PROGRAM
1. Minimum Age

A student-learner must be at least 16 years of age in order to par-
ticipate in the program.

2. Social Security

A student-learner will be subject to social security withholding.
Therefore, the student should secure a social security number well
in advance of employment. It is recommended that coordinators check
this very carefully when scresening students in their junior year.
Each student should be required to obtain an application (Exhibit 1)
for a social security card, f£ill out the card properly, and return
to:

Social Security Administration
District Office

1206 Quarrier Streat
Charleston, W. Va., 25301

Obtaining the social security card will assure smoother operation
when the student actually begins on=-the=job training.

3, Tederal Requlations

a. Minimum Wage--A student employed in a business which is regulated
by the Fair Labor Standards Act must be paid the minimum wage of
$1.60 an hour. However, if the employer files for and receives
a certificate to employ a student-learner, the student may be




paid 75 percent of the minimum wage, or $1.20 an hour. Form WH-
205 (Exhibit 2) is used to file for this certificate. Maximun
learner period must be observed as described below.

b. Maximum Hours=-If a student employed in a business covered by
the Fair Labor Standards Act is paid sub-minimum wages (not less
than 75 percent of minimum wage), the length of the lesarner per-
ijod cannot exceed the length of one school term, nor can it be
extended beyond the date of graduatiocn. The number of hours of
work plus classroom instruction snall not exceed 40 hours in a
week when the student is paid sub-minimum wages. However, when
school is not in session, the student-learner may work & num-
ber of hours in addition to the weekly hours of employment traine-
ing specified in the certificate, provided that the total hours
per week exceed forty. A notation must be made on the employee's
records that school was not in session during this period. 1In
order to work 40 hours per week during vacation periods, this
must be written on the application at the time of filing.

Some important points to remember concerning student-learner certifi-
cL. i8 are:

4.

a. No certificates are issued retroactively. The certificate
authorizing the employment of a student-learner at less than
statutory minimum wage is effective from the date that such
application is postmarked and sent to the Wage and Hour Divi-
sion.

b. The training program must be a bona fide vocational training
program,

c. Student-learner employees shall not displace a regular employee.

d. The sub-minimum wages shall not depress wage rates established
for other experienced workers.

e. Adequate employment records must be kept (seu discussion below).

£. It is recommended that student-learners be placed on a progressive
wage scale.

Empioyment Records to be Kept

Section 520.7 of Titla 29, of the Code of rederal Regqulations states
that:

"In addition to any other records required under the recordkeeping
regulations, the employer shall keep the following records specifi-
cally relating to student-learners employed at sub-minimum wage rates:
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5.

6.

7.

&,

b.

C.

Any worker employed as a student=learnher shall be identified as
such on the payroll records, with student-learner's ocecupation
and rate of pay being shown.

The employer's copy of the application which is serving as a
temporary authorization under section 520.6 (c) (2), must be
available at all times for inspection for a period of three
vears from the last date of employment of the student-learner.

Notations should be made in the employer's records when addi-
tional hours are worked by reason of school not being in
session as provided in sections 520.6 (d) (2) and (3)."

Sources of Information

a.

b

The United States Department of Labor issues a publication
entitled Employment of Student-Learners, Title 29, Part 520,
which gives all rules concerning the student-learner. This
pamphlet may be obtained by writing the:

United States Department of Labor

Wage and Hour and Public Contracts Division
Rooin 4412, Federal Building

500 Quarrier Street

Charleston, West Virginia 25301

The form (Exhibit 2) that authorizes the pay at sub-minimum
wage to a student-learner must be mailed for approval to:

Pat Meloan

United States Court House
801 Broad

Nashville, Tenn. 37203

West Virginia Regulations

All minors between 16 and 18 years of age, employed in any gainful
occupation, are required to have a work permit. Minors 16 years of
age or over need only present a promise of employment and a birth
certificate to obtain the permit.

Information for Obtaining a Work Permit

A

Work permits are issued by the County Superintendent of Schools
where minor resides or by some person authorized by him in
writing.
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8.

b, Forms are prepared and furnished by:

The Commissioner of Labor
State Capitol Building
Charleston, West Vigginia 25305

¢. The minor must appear in person before the Issuing Officer to
obtain a work permit.

Applying for Work Permit

One copy of the Application for Employment Certificate (Exhibit 3)
will be completed when minor applies for a work permit and kept in
Issuing Officer's files. A new one is required for each change in
job and place of employment. A form is mailed to the employer by
the Issuing Officer to inform the employer that the work permit has
been issued.

a. Intention to Employ-=Minor will have this section completed and
signed first. The extra line under the hours section is for
reporting variations in scheduled hours of employment.

b. Parent's Consent-=-After Intention to Employ has been completed,
minor will have parent or guardian to complete this section.

c. School Record--sStudent trainee will ask the principal or teacher-

coordinator to complete this section. No trainee is regquired
to have a physical examination who works in an office and is en=-

rolled in a Vocational Office Training program. Students enroll-

ed in other vocational programs may be required to apply for a
health certificate or to take a physical examination.

d. Proof of Age=--The birth certificate is used for proof of age to
obtain the work permit. If the student does not have a birth
certificate, the Issuing Officer may accept a Baptismal record
that shows minor's date of birth and place of baptism; a bona
fide family Bible record of the date and place of minor's birth;
documentary evidence approved by the State Commissioner of Labor
such as a passport or a life insurance policy at least one year
old.
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9.

10.

ll.

MINIMUM WAGE AND MAXIMUM HOURS
STANDARDS FOR EMPLOYEES

Excerpt from Chapter 21, Article 5C,
code of West Virginia

Definition

"Employer" includes the State of West Virginia, its agencles, depaxt-
ments, and all its political subdivisions, any individual, partner-
ship, association, public or private corporation, or any person or
group of persons acting directly or indiractly in the interast of
any employer in relation to an employes, and who employs during any
calendar week, 8ix or more employews as herein defined in any one
separate, distinct and permanent location or business establishment;
Provided, that the term "employer" shall not include any indi' .dual,
partnership, association, corporation, person or group of peraons
.r similar unit if eighty per cent of the persons employed by him
are subject to any federal act relating to minimum wage, raximum
hours, and overtime compensation.

Exemption

"Employee" includes any individual employed by an employer but shall
net include any individual employed on a part-time basis and who is
a student at any recognized school or college, less than 24 hours

in a work-week.

Payment of Minimum Wages

On January one, one thousand nine hundred sixty-seven, and there-
after, every employer shall pay to each of his employees wages at a
rate not less than one dollar an hour.

12. Maximum Hours

On and after January one, one thousand nine hundred sixty-seven, no
employer shall employ any of his employees for a work-week longer
than forty-eight hours, unless such employee receives compensation
for his employment in excess of the hours above specified at a rate
not less than one and one-half times the regular rate at which he
is employed.




CHAPTER VI
PROVIDING FOR RESEARCH IN COOPFRATIVE VOCATIONAL EDUCATION

rovisions for research activities in Part C of the 1968 Vocational
Education Act apply to cooperative vocational education as a part of the
total program. There are also special provisions for research in Part G
of the Act that apply to programs supported by Part G funds. In general,
the purposes of research are (1) evaluation, which leads to identifica-
tion of problem areas in cocperative vocational education and justifi-
cation for existing practices; and (2) organized change and the develop-
ment of new methods and practices to achieve the desired outcomes.
Whereas the 1968 legislation stated that cooperative vocational education
should be extended to individuals who were not being served under the
existing programs and expanded to include training for new and different
occupational fields, it became obvious that research was needed to
determine effective apprvaches in achieving these purposes. The impetus
for getting research projec*s started in cooperative vocational edu-
cation must come from personnel in the field who express the need for
information available through research and who have ideas for program
improvement.

Possible Areas of Investigation and Program Developmentl

Participants at the National Conference on Research, held at Oklahoma
State University. February 1969, suggested some critical areas for voca-
tional education. These are listed below along with some specific areas
related to cooperative vocational education.

1. The methodology of curriculum development
a. What occupations should be taught thrcugh coopertive edu=-
cation?
b. What competencies should be developed through related
instruction? or clusters of competencies?

2. The formation of broad manpower policies
a. What percentage of training ueeds can be met through cooper-
ative educatioun?

1a Guide for Cooperative Vocational Education, College of Education,
Division of Vocatiocnal and Technical Education, Univarsity of Minnesota,
Minneapolis, Minnesota, 19€9, p. 112,
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Research

1. Researsh is needed to improve effectivoness and efficiency of exist-
ing proyrams and to develop viable instruction for new occupations
and additional groups of students.

2. Cooperative vocational education personnel must participate in
identifying research needs and ideas for program improvement.

3. Part C of the 1968 Amendments provides for reimbursing States for
research costs. Fifty per cent of the allotments to States are
controlled by State boards and the remaining 50 per cent is dis-
bursed by the U.S. Office of Education.

4. Research funds are available under Part G for research activities
connected with cooperative vocational education programs funded
under Part G.

5. Research coordination units in each State are availiable to advise
local schools on research and development projects and to help in
conducting project for improvement of programs.

b. What are the obligations of business and industry to provide
occupational training?
¢. How can labor organizaticns contribute to programs?

3. The relative efficiency of various organizational structures
a. What types of oxganizational structures are most effective fox
cooperative vocational education?
b. What are the advantages of grouping by occupational fields or
»ny student characteristics?

4. Building curricula for the disadvantaged
a. What related instruction is needed by selected groups of dis-
advantaged studaerits?
b. What patterns of curriculum organization are most effective for
certain groups of disadvantaged students?

5. Teacher education processes
a. What kinds of occupational experience provide best preparation
for teacher-coordinators?
b. What technical preparation is needed? professional courses?

6. Student selection procedures and devices
a. Who benefits from cooperative vocational education?
b. When is a student ready for on-the-job experiences?

7. The development of an information system which will keep practicing
teachers up to date.
a. Production of individual study materials for specific occupations.
b. Dissemination of infcrmation on new and emerging occupations and
relevant capabilities Aand competencies needed.
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8., The indexing of staff and personnel throughout the State who are

competent .n research techniques
a. Identification of rersonnel who know cooperative vocational edu-

cation and are qualified for research work.
b. To whom can teacher-coordinators go for assistance in research?

9. The extent of vocational education in the private sector
a. What industries or businesses are participating in cooperative

vocational education?
b. What occupational competencies are being taught on the job?

These and other gquestions must be answered in the search for im-
proved practices in cooperative vocational education. Ruesearch
coordination units and professional research personnal in State agencies :
can provide services to facilitate research projects when practitioners ;
make known tl eir critical needs. :

Sources of Research Fund32

U.S. Office of Education. Part C of the 1968 Vocational Education
Amendments contains provisions for reimbursing the States for research
in vocational education. It also authorizes the United States Commis-
sioner of Education to make grants and contracts with institutions of
higher education, public and private agrncies and institutions. State
boards, and local schools for fifty percent of the sums available to
each State. These funds may be used for purposes such as the following:

e e

l. Research

2. Training programs to familiarize practitioners with research
findings and results of effective pilot and demonstration pro-
jects

3. Experimentals-developmental and pilot programs
4. Demonstration and dissemination projects
5. Development of new vocational education curricula
6. Projects in the developnent of new careers and occupations
a. New careers in mental and physical health, crime prevention

and correction, weliare, education, municipal services,
child care and recreation

21bid., p. ll4.




b. Improved methc 1s of involving public and private sectors in
training

¢. Evaluation of programs for training, development and utili-
zation of public service aides.

Local schools may apply for grants and contracts to conduct research
for cooperative vocational education by submitting proposals to the U.S.
Of fice of Education througt. their State boards.

State Beards for Vocational Education. The remaining 50 percent of
the sums available to each State for research and training are set aside
for distribution by State boards for vocational education and used for
(1) costs of State research coordination units; (2) grants and contracts
for projaects recommended by the research coordination units and the
State advisory councils. Local schools who wish to oktain this kind of
research support should seek the advice and help of the State Research
Coordination Unit. Priorities are likely to be given to projects which
have implications for meeting the special vocational education needs of
youths in economically depressed communities who are disadvantaged to
the extent that they have not been able to succeed in or benefit from
@xisting programs.

Additional funds are available through State boards for evaluation
and program development as a part of ancillary services in Parts B and
G of the Act. Research and evaluation activities connected with coop-
erative vocational education programs may be supported with Part G funds.

Formulating a Plan for Research in Cooperative Vocational Education

It is essential that States and local schools participate in research
activity designed to improve cooperative vocational education. Local
Plans, as well as State Plans, should contain provisions for the research
and development deemed necessary by teacher-coordinators and other
cooperative program personnsl. Schools which do not have adequately
trained research personnel should utilize the. services of State research
coordination units in formulating a plan for research, in the development
of proposals, and in conducting projects. With research evidence teacher=-
coordinators have a sound basis for adopting unigue methods, extending
programs, and justifying expenditures.

SUMMARY

The 1968 Vocational Education Amendments make extensive provisions
fo. maintaining and improving cooperative vocational education by

31pid., p. 115.
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authorizing funds to be used for ancillary services. Before there can
be any substantial growth in the number of students Served and new kinds
of proyrams developed, additional personnel must be identified and
trained. More supervision and leadership are needed to direct the kinds
of comprehensive programs that are envisioned. In-service personnel
must be trained for new responsibilities and program improvements, as
well as to keep their teaching up-to-date with rapid changes in the
world of work. Curriculum materials must be developed and made more
readily available to provide better related instruction for students.
More research and evaluation are needed to give direction to program
planning and improvement of practices. In order to give students baetter
ocvcupational preparation, and to extend cooperative vocational edu-
cation to more individuals, local schools, State boards and other
agencies involved in program development must give primary considera-
tions to ancillary sexvices.
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11,

12,

13.

14.

15.

16.

APPENDLIX 1

END OF YEAR CHECKLIST

Undexway Completed

Applicants for next year's enrollment
interviewed, counseled and notified.

Cooperative experience placements
tentatively established.

Project and field experi- . planned
and cooper..:on-of employers assured.
nb)

Occupational pl@cemont of this year's
graduates confirmed.

Student records including participating
experience records up-to-date.

Follow-up study of previous year's
graduates conducted or planned.

Inatructional and resource material
returned to library, business, or
other sources.

Films and instructional material for
next year ordered.

Reports and othsr information on ad-
visory committee up-to-date and on file.

Evaluation reports on staff completed
and on file.

Evaluation reports on program completed

Departmental records current and completed.

L
Reports to institution's administration

completad and returned.

Reports completed and returned to voca-
tional director or state office.

Program of work, development, and research
activities, prepared for next year.

Annual report prepared and disseminated
to appropriate persons.
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APPENDIX 2

CHECKLIST OF GRITERIA FOR RATING THE
CCOPERATIVE VOCATTONAL EDUCATION PROGRAM

Name of Teachar-Coordinator

Name of School

Total school enrollment at present

Present program enrollment: Male Female Total

Number of years the school has opsrated the program

INSTRUCTIONS FOR USE OF THE CHECKLIST

This checklist of criteria for rating a cooperative vocatlonal edu-
cation program consists of statements of provisions, conditions, orx
characteristics that are found in quality programs. Some may not be
1ecessary, or even applicable, in every situation. If any important
features or procedures are cmitted in the printed materials, they
should be added in the appropriate sections. The statements should
accurately and completely portray the program, facilities, and prac-
tices of the school, thus providing the factual background for the
evaluation.

Rate each item using your best judgment and all available evidence.
The suggested key for rating each statement is:

C - Does not apply: The provisions or conditions are missing but do
not apply, or they are not desirable for the students of the
program, or thay do not conform to the schocl's philosophy and
program's goals.

1 - Excellent: The provisions or conditions are extensive and are
functioning excellently.

2 - Satigfactory: The provisions or conditions are moderately
extensive and are functioning well.

3 - Needs improvement: The provisions or conditions are limited in
extent and functioning poorly; or they are entirely missing but
needed.

Part I
ORGANIZATION .F THE PROGRAM

( ) A clearly written statement of objectives has been developed for
the program.
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Objectivas have buen developed through the cooperative efforts of
employers, educators, and students.

The school administzators and faculty members have >een given a
clear concept ~f the place of this prcgram in the total educational
Bystem.

Standards for tho operation of the program have been developed and
acceptad by thome involved in the cperation of the program.

Tha teacher -ccordinator checks to see if practices meet standards
vbich havae been developed.

A clear cut assignment of functions and duties has been given to all
persons concaerned with the program.

An advisory committee representative of all groups interested in
the program has been formed and its advice is used in the opexation

of the program.

The taachar-coordinator is allowed sufficient time for coordination
activitiaes.

Provision is made for a student club program.

School and training station schedules are developed to meet the
needs of students in the program.

School credit is given for the occupational experience of students
in training stations.

Clerical help is available to the teacher-coordinator.

A record keeping system has been designed to meet the nseds of
the program.

The records and reports are kept up to date and complete.

Funds are provided for the travel axpenses of the teacher-coordi-
nator, including meetings called by the West Virginia Department
¢.% Education.

Department of Education staff help in the continued development
of the program.




Part II
STAFF MEMBERS

( ) The teacher-coordinator meets the West Virginia State Plan for
Vocational Education credential requirsments.

( ) The teacher-coordinator maintains membership in at least one
local civic organization such as the chamber of commerce oxr a
luncheon club.

( ) The teacher-coordinator is considered a well-informed, professional
teacher by the community.

( ) The teacher-coordinator participates in conferences, workshops, in-
service programs, proressional organizations, and other activities
contributing to professional growth.

( ) The teacher-cooxdinator serves as advisor to the student club pro=
gram.

( ) The teacher-coordinator plans and carrie.s out research resulting
in the constant improvement of the program.

( ) The teacher-coordinator is respected by the students and faculty.
()

Part III
SUPPORT OF THE SCHOOL

( ' Vocational education is accepted and acknowledged as a desirable
and essential function of the school.

( ) The program is accepted as zn integral part of the total school
curriculum.

( ) The school administrators take an active and interested part in the
cperation and evaluation of i'.e program.

( ) Teachers and other staff members cooperate with the teacher-coordi-
nator in the operation of the program.

( ) A budget is provided for the purchase of instructional materials
and equipment.

( ) Assiynment of building space and facilities is sufficient to
carry on the program.




( ) School administrators check with employer representatives, facuity
members, community groups and students relative to the effective-
ness of the program.

( ) The school administration and the teacher-coordinator use the
services of the state department in evaluation and in improving
the program.

()

Part 1V
SELECTION AND GUIDANCE OF STUDENTS

( ) Prospective students are given a clear undorstanding of the pux-
poses and nature of the program before they are enroiled.

( ) Experienced counselors help each student in determining his
aptitude, interest, and ability to profit from the program.

( ) The teacher-coordinator arranges for the collection of occupational
information regarding occupations.

( ) Minimum age, grade, and other standards have been developed and
must ba met by students before they enroll in the program.

( ) Students may enroll in %ne program and also meet graduation require-
menta.

( ) The teacher-coordinator determines the final selection of students
who are recommended for the program.

( ) The teacher-coordinator has a definite part in the performance of
the guidance functions in the school.

() A cumulative record is kapt on each student.

( ) Periodic individual conferences axe held with each student con-
cerning his general progress in the school.

( ) Provision is made for parents to contact the teacher-coordinator
when needed.

( ) Definite provision is made for checking on each student's progress
in school.
*
( ) Former students are followed up to find how additional adjustments
can be made in the program.




Part V
PLACEMENT OF STUDENTS IN TRAINING STATIONS

()

A written statement has been prepared outlining the criteria by
which training stations are se.aected.

The teacher-coordinator contact employers and sets up training
stations for all students in tl» class.

Employers provide traininy stations throughout the entire school
year rather than for just Juasonal employment.

Training agreements and training plans are drawn up by the em-
ployers, teacher-coordinators, and students.

Students who already have pavrt-time jobs are admitted to the pro-
gram after the training station is approved by the teacher-
coordinator.

The teacher~coordinator checks conditions under which students
work to see that thay are in accordance with state child labor
laws.

Students are regvlarly employed for a monetary wage at a rate
comparabls to thai paid other employees for similar work.

Pay schedules provide for gradual increases throughout the train-
ing program.

e e e

Training stations may provide an opportunity for full-time employ-
ment after students complete school.

Instruction in how to apply for « job is given before students are
referred to prospective employers.

Before students are considered permanent members of the program,
they must be accepted for employment in a training station.

Training sponsors are appointed by employers for each student.

Students a.'e rotated and given a variety of training station
learning experiences.

Employers and training sponsors are informed of the progress made
by students in their sch.ol work.

Training sponsors make periodical ratings and reports on each stu-
dent's prograss at the training staticn.
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( ) The teacher-cocrdinator assists training sponsors in evalua:ing tle
training etation progress of students.

( ) The teacher-coordinator davelops new training stations continuously.

()

Part VI
COORDINATION AND PUBLIC RELATIONS

( ) The teacher-coordinator plans his coordination time and develcps a
schedule which is fullowed to a reasonable cxtent.

( ) Coordination time is used only for coordination purposes.

( ) The teacher-coordinator observes all students at their training
stations a minimum of once each month.

( ) Coordination calls are made by the teacher-coordinator to the em-
ployers of students at least once a month.

( ) Labor union regulations are followed in the placemcnt and tralning
of students.

( ) The teacher-coordinator uses the information from coordination acti-
vities to help in adjusting problems that arise relative to the
program.

( ) Reports of coordination activities are kept.

( ) The teacher-cooxrdinator has publicized the program among various
community organizations and educational groups.

( ) The program is publicized periodically in commnunity and school news=-
papers. |

( ) The teacher-coordinator has a mailing list of all interested pexsons
who receive irformation on program activities and progress.

( ) All students who are eligible enrollees are acquainted with the
program,

( ) Students appear before community groups and hel;, in the development
of public relations for the program.

( ) The students sponsor joint employer-employee dinners and other such
activities.

( ) Parent groups have been acquainted with the program.
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( ) The teacher-ccordinator is conscious of the value of publicity at all

(

)

times and makes an effort to keep the school and community informed
of the progress of tho progran.

Part VII
CURRICULUM ORGANIZATION AND INSTRUCTION

(

)

-~

A related instruction class has been Jdesigned for students enter-
ing the program.

The instructicnal content is correlated whenever possible with the
training station experiences of students.

The teacher-coordinator teaches the "control class."

The teacher-coordinator either teaches or halps p.an other courses
which are related to the student needs.

Follow-up studies of graduates are used to guide curriculum
revieion.

Provision is made for individual study in the "control class."

Standards of achievement demanded in the classroom are comparable
with those of beginning workers.

Instruction is provided to each studsnt related to his specific
job and career objective.

Adaequate records of student progress are available, and they are
used in developing the instructional program.

Audio and visual aids are used whenever such techniques will make
the activities more meaningful to students.

Cpoortunity is provided for field trips.

Students are sncouraged to and do contribute instructional materials,
information, and other aids.

The teacher-coordinator periodically evaluates the classroom
instruction.

Students participate in the evaluation of their own achievement.

Resources of the community are ufed.
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Part VIII
CLASSROOM FACILITIES AND LIBRARY

( ) The classrooms are of sufficient size tc meet instructional needs.

( ) The classroom is equipped with proper equipment needad for the type
of instrustion being provided.

( ) The room har adequate blackboard and bulletin board space.
( ) Storage facilities are provided for materials and supplies.

( ) Suitable office space is provided the teacher-coordinator for
counseling purposes.

( ) The roor is equipped with book shelving and files.
( ) All equipment is maintained in good working condition.

( ) Textbooks are available for reference in the classroom covering the .
matorials needed by each student.

( ) A good system of cataloguing and f£iling for instructicnal materials
has been developed and is used.

( ) Instructional materials are constantly kept up to dats.

( ) Instructional materials used are continuously evaluated on the basis
of student. needs.
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9.0 COOPERATIVE VOCATIONAL EDUCATION PROGRAMS
In addition to the provisions in 1.0 and 2.0 of this part of the
State Plan, the following special provisions apply to cooperative
vocational education programs supported with Federal funds under
Part G of the Act:

9.1 Procedure for Approval of Cooperative Vocational Educacion
Prograns

The local educational agency shall be responsible for the de-
velopment and operation of cooperative programs and shall sub-
mit a project application to the State Boaxd in accordance -
with the Local Educational Agency Guide, Section 5.22, which
will include the following information:
9.11 Content of Application
a. Description of project
b. Duration of the project
c. Purpose and plan of project
d. Value to vocational education
a. Qualifications of the personnel staff who will be
responsible for the program or project. (See
Section 1.33)

£. Justification of the amount of grant or contract
funds requested \

g. Financial arrangements--the portion of the cost to
be borne by the applicant

h. Participation of public and private employers
i. Private nonprofit school students
Application shall also indicate:

(a) the number of students enrolled in private non-
profit schools who are expected to participate

(b} degree and manner of thair expected partici-
pation, and

{¢) provision that the State Board or public local
educational agency will maintain administrative
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sontrol and direction over the program.
9,12 Procedures for Raviaw of Application

The State supervisory staff shall review and evaluate
applications for grants and contracts in terms of each
factors as:

a. Impact on meating vocational needs of disadvantaced
and hardicapped persons as identified in Sections
3.12 and 3.13 of the State Plan

b. Impact on reducing schocl dropouts and youth un-
employmsnt

c. Extent to which the project promotes cooperation
betwaen public educaticn and employexr groups

d. Relevance o priority areas in vocational education
specified in the long-range program plan to voca-
tional education programs, services, and activities
descrlbaed in the annual plan

e. Adequacy and competence of personnel designated to
carry out the program or project

f. Adequacy of facilities
g. Reasonablensss of cost estimatas, and

l.. Expacted potential of the proposed program or pro-
ject being made a part of the regular vocational
education program

i. Program will be started in priority order in so far
as financially possible

9.13 Procedures and Policies ‘hat will be followed for acting
on applications

The State supervisory staff will review and evaluate the
applications from the local educational agency and make
recommendations to the State Director.

a. Approve the application in wheole or in part, disap-
prove the application, or defer action on the appli-
cation for such reasons as lack of funds or a need
for further informaticn, justification, or evaluation.

-50-




b. A deferral wiil be reconsidered when funds become
available or the criteria for eligibility have
been fulfilled.

c. The State Director or authorized representative shall
notify the applicant in writing of the disposition
of the application, and

d. Ianclude, in the award lettar for any grant, the ap-
proved budget and grant or contract award conditions .
which the applicant will comply with in accordance
with State law.

9.2 Reguirements of Cooperative Vocational Education Programe

The development and operation of cooperative education pro-
grams between the local educational agency and public and
private employers shall be strezsed when such programs are
not otherwise available and are related to existing career
opportunities which are subject to promotion and advancement.
Cocperative vocational education programs develored and
. operated under provisions of this State Plan shall not supplant
on~going cooperative education programs. Progsams nust meet
the following requirements.

9.21 Purpose

Each cocperative vocational education program approved by
the State Director will provide a cooperative work-study
program of vocational education for persons who, through

a cooperative agreement between the school and smployerxs,
receive instruction, including required academic courses
and related vocational instruction by the alternation of
study in school with a job in a recognized occupational
field. These two experiences must be planned and super-
vised by the school and employers so that each contributes
to the student's education (career objective) and to his
employability. Work periods and school attendance may be
on alternate half-days, full days, weeks, or other periods
of time in fulfilling the ccoperative vocational education
work-study program.

The program will be administered by a local educational
agency or the State Board with the participation of
public and private employera providing on-the-job train-
ing opportunities that may not otherwise be available to
persons who can benefit from such programs.
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9.22

9.23

Oon-the-Job Training Standards

Each cooperative vocational education program will pro-
vide on-the-job training that meets sach of the following
standards:

a. Is related to existing career opportunities subject to
promotion and advancement.

b. Doas not displace other workers who perform such work,
and

c. Employs student-learners in conformity with Federal,
State, and local laws and regulations in a manner not
resulting in exploitation of the student-learner for
private gain.

é. Provides a written training agreement and schedule of
processes for in-school and on-the-job learning experi-
ences. Copies of agreement will be submitted to
State office for filing with the local application.

Identification of JObs

Each cooperative vocational education program will be ap-
proved by the State Director on the basis of informatica
provided in the local application that the necessary
procedures have been established for cooperation with em-
ployment agencies, labor groups, employers, and other
community agencias in identifying suitable jobs in com-
pliance with the provisions established in Section 3.14
of the State Plan.

Additional Costs to Employers

Financial assistance may be given to employers to cover
added costs involved in providing on-the-job training of
students enrolled in cooperative vocational education pro-
grams.

a. The local educational agency may enter written agree-
ments with employers to reimburse them for allowable
costs in providing on-the-job training.

1. The payment of added employer costs will be made
only when it is apparent that, without such reim-
bursement, the employer will not be able to pro-
vide quality on-the-job training.
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2. The added employer cost shall be spacified in a
written agreement that shall become a part of the
training plan contract between the lccal educational
agency and the employer. The written agreement shall
indicate:

(a) The cost factor involved

(b) The amount of funds to be paid, and

(¢) The duration of the reimburseinent
3. The employer cosis to be considered are:

(a) Materiais that can be classified as scrap due
to learning activity.

(b) Portion of cost for tools and equipment needed
to accommodate learniny station for trainee.
Some consideration shall be given for trainee
production rate in relation to entry rate.

(c) Allowance for insurance, employee benefits,
and supportive services relating to cooperative
trainee participation.

(d) Tnsurance and bonding for hiring underage
personnel. -

(a) Portion of supervisory costs when employer
hires sufficient trainees to justify allowance.

4. Costs not to be included in providing on:-the-job
training are:

(a) Construction of facilities
(b) Purchasa of equipment

(c) Othexr capital costs which would insure to the
benefit of employers.

5. The State Director shall determine the eligibility

and reasonableness of added employer costs as sub-
rmitted by local educational agency.
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9,25 Costs to Students

The State Board shall require the local educational agency
to include in its application for financial assistance
such plans for reimbursing studeants, or paying on behalf
of students, for unusual costs resulting from their partic-
ipation in a cocpserative vocational education program.
9.25-1 Application

The local educational agency application shall

a. Identify those costs that are reimburseable

b. Indicate under what circumgstances such costs
are eligible for reinbursement

¢. Indicate whether paymant for such cost shall
be made to trainee or employer

d. Assurance that payment will be made only for
allowable costs

9.25-2 Approval of Applications
a. The State Director shall review, approve, or
disapprove local applications according to
the following:

1. Approved oaly for such costs as are not
reasonably required of persons engaged in
the occupation for which this training is
being providad, but not limited to:

(a) Special tools
(b) Special clothing
(¢) Special equipment

(d) safety and other protective devices

(e) Transportation costs considered ex-
ceptional

(£) oOther costs not anticipated in this
proposal
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b. Application for added student costs shall pro-
vide assurance that sucih costs do hot undex-
write personal obligations and expenses \.aich
«rainees in similar circumstances are reaso..-
able expected to assume such costs. An excep-
tion may be made if certain disadvantaged stu-
dents ara confronted with probability of baing
unable to assume normal costs involved in
their participation in on-the-job training.

c. Claim for raimbursement shall be documented
for verification and payment.

9.26 Participation of Students in Nonprofit Private Schools

9.27

9.28

The participation of students enrclled in nonprofit pri-
vate schools in vocational education programs or projects
supported with funds allotted under Part G of the Act
shall be in accordance with Section 4.2 of the State Plan.

Noncemmingling of Funds

The Federal funds appropriated and allouted to the State
for programs funded under Part G of the Act will have a
separate accounting code to piovide for the identification
of the available funds. The local educational agency will
use a code identification in compliance with the State
Boayd of Schcol Finance reqiirements.

Evaluation and Follow-Up Procedures

The local educational agency and the agency providing on-
the-job training will provide for continuous evaluation
and supervision of activities and their relation to train-
ing plan,

“In addition, the local educational agency will pro-
vide for a follow-up of the trainees to include

a. The types of jobs in which students are employed
b. The rate of pay

The LEA will, through visits, recoxds, reports,

and consultative services, supervise and evaluate
programs and record whether or not they are making
such changes and improvements as revealed by
assessment and evaluation of program.

The LEA will consider the foilowing types of infor-
mation in evaluating cooperative vocational

iy
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sducation outcomes:

(1) Number of students sarved by the program and
the percentayge of those not enrolled who could
benefit if enrolled.

Number and distribution of occupations for
which coopurative vocational education is
available.

Follow-up data after graduation at one, three,
and five-year intervals

a. Retention in same job
b. Employment in rslated jobs

c. Additional education and training taken
or neaded

d. Unemployment history
e. Income, advancements, job duties

Impact of the program on dropout and youth
unemployment rates.

Comparisons of labor market needs and num-
ber being trained in specific occupational
fields.

Evaluations by employers of the job perfor-
mance of graduates as compared to other groups-

Objective data derived from experimental or
quasi-experimental research (e.g., specific
practices achieve certain outcomes?)

9.3 Ancillary Services and Activities

The State Board shall provide for an adequate staff, quali-
fied by education and experience, to plan, adequate staff,
qualified by education and experience, to plan, administer,
super+ise, and evaluate cooperative vocational education
programs to the extent necessary to assure quality programs
which are suited to the neweds and abilities of those being
sexvaed.




9.31 State Staff

All programs of cooperativa vocational education shall be
under the supervision of the vocational education stafr.

9.,31-1 State Supervisor
The duties and qualifications of the State Super-
visor shall be the same as those designated in
1.31‘420

9.31-2 Program Specialists
The duties and qualifications of program spe-=
cialists shall be the same as those :lesignated
in 1.31-41 and 1.31-42.

9.31-3 Specialized ersonnel Such As Itinurant Instructors
The duties and qualifications of specialized per-

gonnel shall be the same as those designated in
Policy Bulletin No. 1-70.

9.32 Local Staff
The duties and qualifications of local administrative and
supervisory personnel shall be the same as those designated
in Policy Bulletin NO. 1-70.

9.33 Teacher Education l'arsonnel
The duties and qualifications of teacher education personnel
and provisions for professional improvement shall be the
same as those designated in 1.35-1, 1.35-2, 1.36, and l.4.

9.34 Curriculum Development
The development or revision of cooperative vocational
cation cuxriculums shall be under the direction of the
state supervisory staff.

4. 35 . Research, Damonstration, and Experimental Programs
The following provisions apply to research, demonstration
and experimental programs designed to improve the quality

of cooparative vocational education programs.

g,.35-1 Policies and Procedures
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9.36

9.37

9.38

9,35=11 Same as Section 5.2

9,.35-12 Submittal of Application
Same as Section 5.21

9.35~13 Review of Application
Same as Section 5.22

9.35-14 Action on Application
Same as Sections 5.23 and 5.3

Development of Instructional Materials

The development of instructional materials for coopera-
tive vocational education programs and the distribution
of such materials to teachers, supervi~ors, and admian-
istrators shall be under the direction of the state
supervisory staff.

Evaluation of Programs
Same as Section 9.28
Adequate Facilities, Equipment, and Materials

Classrooms, laboratories, libraries, and othar facilities,
including instructional equipment, supplies, teaching aids,
and other materials, shall be sufficient in supply and
quality to meet the standards developed by the state super-
visory staff and approved by the State Board so that such
facilities will enable those in training to achieve the
objective intended.




